


Applications Online 

0 To get to the Grants Common 
Logon Applications online,  go 
to the ADE website at 
www.azed.gov. 

0 Once you are there,  click on 
the “Common Logon.”  

 

 

  



Common Logon Page 
0 You will now be on the Common 

Logon page and will need to log in. 

0 If you are a first-time user, you will 
need to request a Username and a 
Password before you can use the 
application. 

 



First-Time User 
0 To request a Username and Password, click on the link (“Click here”) 

on the Common Logon page.  

0 Once you click on the link, you will find information on how to 

request a Username and a Password.  

For any questions related to a Common Logon account, contact the ADE Support Center at 
(602) 542-7378 if you are in the Phoenix area. Outside the Phoenix area, call (866) 577-9636 
or e-mail enterprise@ade.az.gov.  

mailto:enterprise@ade.az.gov


Common Logon Menu 

0 Once you log in to the Common Logon, you will see the Common 

Logon Application Menu. 

0 Here is where you will find the “Grants Management” link. Click on 

it to take you to the Grants Management home page. 



Welcome to Grants Common Logon 
Applications! 

0 This is where you will find the “On-Line Application” link.  

0 Make sure you have viewed the Fund Alerts and the associated 
downloads for instructions first. Then you will be fully prepared to 
apply online. 
 



Create a New Application 

0 Once you are here, select the 
button by the application you 
are applying for. 

0 Then hit “Continue” at the 
bottom of the page. 



Application Option Page 

0 When you are on the Application Option Page, click the “Create New 
Application” link. 



Program Assurances 

0 Please read all 
required Program 
Assurances. 

0 You must click “I 
Agree” to the 
Program 
Assurances to 
continue. 



Application Tree Page 
0 General directions for data entry are on the right side of the page. On the left side of the 

page (the application tree) are two data headings: Financial Data and Supplemental Data. 

0 Underneath each heading, you will see several links.  All links must be accessed, filled out 

completely, and saved. 

0 To start building your application, click on the first link “Contact Information.” 



Contact Information Page  
0 Fill out this page with the current “Project Director/Contact,” “Phone 

Number,” “Fax Number,” and “E-mail Address.” (It is recommended that 
you submit two or more e-mail addresses to ensure that you receive 
communication regarding your application.) 

0 Then hit “Save” to go to the Line Items page. 



Line Items Page 
The Line Items page has 
multiple sections: 

0 Instruction—classroom 
instruction teacher-student 
setting 

0 Support Services—to 
improve students’ well 
being and supplement the 
teaching process 

0 Support Services—
Administration 

0 Operation of Non-
Instructional Services— 
(Do not use this section for 
IDEA.) 

0 Indirect Cost 

0 Capital Outlay—
property/capital assets 

Fill in each line item in which 
money is needed for your 
special education program. 
After you are done, hit “Save” 
and move on to Line Item 
Description. 



Line Items Description Page 
0 For every line item you budgeted on the Line Items page, you will fill in a “Description” here. 

When you are done, hit “Save” and move to the next page. 

0 Please keep in mind, for Instruction Salaries, you must indicate that all teachers are highly 
qualified special education teachers and any instructional aides or paraprofessionals will 
work under the direct supervision of a highly qualified special education teacher. 



Capital Outlay Page 
0 If you have budgeted capital outlay on your Line Items page, you will be required 

to provide detailed information in the Capital Outlay Description page.  

0 If you did not list any money in Capital Outlay, this page is not required. 



Payment Schedule Page 
0 On your application, all funds are placed in “RSP” (remaining scheduled 

payment). 

0 Once your application is approved, you must submit a payment request 
in order to receive disbursements from this grant. 



FFATA  
0 This Supplemental Data page is for Federal Funding Accountability and 

Transparency Act (FFATA) requirements.  

0 Fill out all questions completely. When you are finished, hit “Save Page” and 
move on to the IDEA Basic Entitlement Narratives page. 



IDEA Basic Entitlement Narratives 

0 Answer the 
narrative 
questions 
completely. 
When you 
have finished 
your 
responses, 
hit “Save 
Page” and 
move on to 
the Summary 
& Submit 
page. 

 



Completed Application 
0 After you have completely filled out the online application, click 

the “Summary & Submit” link and you will be able to see your 
entire application before submitting it. (Print a copy for your 
records.) 

0 If everything looks correct and you are ready to submit, scroll 
down to the bottom of the page and hit the “Submit Application” 
button.  

0 Once you submit, you will receive an Application Receipt; print a 
copy for your file. 



You will be contacted by the ADE 
program office (by phone or e-mail) 

regarding any concerns or 
corrections necessary for you to 

obtain approval. 


